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Interview Question Form

Use this form during your first discussion about the position.  The recruiter or company will either call you or they will email you and ask to set up a phone meeting.   These are good basic questions to ask on the “first date”.  Take copious notes and listen for skills, responsibilities and what they are expecting from you. 
VERY IMPORTANT: 
Do your research.  I will say it again, DO YOUR RESEARCH. You should know the skills, responsibilities, company culture and salary range from reading the job posting, however, several job postings are not exact. 
 Have 3 items in front of you during the interview:
1. Your Resume
2. The Job Posting
3. Interview Questions Form (BELOW)
 It is suggested to print the interview questions form. You can use this for a phone and /or in person interview.  If you are invited for an in-person interview, definitely print this out and bring this with you.  In the real world, many hiring managers, may forget what they told you and will ask you the same question. OR they may change their questions and answers they provided over the phone.  
Use the below form twice: 
1. With a Job Recruiter (they will usually contact you on the phone or email) 
AND
2. Interview with the company  Sometimes job recruiters do not receive the full job details. 

Disclaimer: the form is meant to be used as a guide.  If you have your own questions, use them.  When the person who is interviewing you ask (and they will), “Do you have any questions for me?”; you will be prepared. We do not guarantee a job; this form is a suggested guideline.  When used, several people have been invited back for a second interview or is offered a job or the applicant decided this was not a match for them.


Interview Question Form

	Date and time
	6/5/19, 2:30pm

	Position/Title Interviewing for
	Galaxy Journalist

	Company
	Star Wars Inc.

	Interview with (Who and Title)
	Victor Vader, Galaxy Leader

	Interviewer’s Contact Info (email/telephone number)
	galaxy@enterprise.com /123-456-7890

	Questions To Ask:
	Answers:

	How many people is on the team that I will be working with?
	

	How will my responsibilities play a role with interacting with other departments? And/or Will I interact with another department?
	

	How would you describe the company culture?
	

	Who will I be reporting to? Position? What is there responsibilities, just so I better understand the department’s role.
	

	Address of work location? (This may be different than interview location)
	

	What growth opportunities are available?
	

	About how many days is training? Is training paid?
	

	Any Travel? Where? How Often?
	

	What is the “official” dress code? Or uniform? – usually for entry level and mid-career
	

	Any overtime? If so, about how many hours a week? What are the expected working hours?
	

	Specifically, for Executives/Manager positions, How many people will I manage/supervise/direct reports?
	

	What will be the main software/operating systems that I would be using? Mac? PC? Zoom? SharePoint? PowerPoint? Excel? Etc.?
	



This section is used to take more notes during the interview when potential employers are explaining about the position and company. LISTEN for the above questions, so you don’t ask them. By doing this, it will demonstrate that you are listening to them. They will usually start by: “We are looking for someone to...”

Your/Position responsibilities (this may be different than what was posted):



Skills in position (Technical and Soft):

General Notes about the position:

		Use the back if needed – print this out, use during interview

